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Bl Grievance InfoCube

The Bl Grievance InfoCube section provides an overview of the Bl Grievance InfoCube, including basic
steps for running the Bl Grievance reports and applying user-defined settings to the reports.

Topics covered in this section include:

>
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The Bl Grievance InfoCube section is intended for Bl Grievance InfoCube End
Users and Power Users.

It is recommended Bl Grievance End Users and Power Users read all Bl Self-Paced
Learning Materials prior to reading the Bl Grievance InfoCube section:

http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessintelligenceTraining.aspx

Bl Grievance InfoCube Overview

Bl Grievance Reports Overview

Bl Grievance Report Variables

Defining Bl Grievance Report Variables
User-Defined Settings for Bl Grievance Reports

Using the Goto Command
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Hn Bl Grievance InfoCube Overview

The Bl Grievance InfoCube Overview section provides an overview of the Bl Grievance InfoCube.

Topics covered in this section include:

> Bl Grievance InfoCube Overview
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Hn Bl Grievance InfoCube Overview

The BI Grievance InfoCube is populated with data received from HRMS. The Bl Grievance InfoCube
includes:
» - Master Agreement Grievance data.
» Master Agreement, Article/Sub-Article, Grievance Step, Grievance status, and Grievance
History.

The diagram below displays the reporting elements included in the Grievance InfoCube (Grievance
ZGR_CO01):

Grievance InfoCube (Grievance ZGR_CO01)

.....

Continued...
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Hn Bl Grievance InfoCube Overview, cont..

The following illustration shows the Extract, Transformation, and Load (ETL) process of data for Bl :

» HR/Payroll/Time/Grievance/E-Recruiting Data: loaded directly from HRMS into the Bl InfoProviders
(InfoCubes and MultiCubes).
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HR Bl Grievance Reports Overview

The Bl Grievance Reports Overview section provides an overview of the Bl Grievance Reports.

Topics covered in this section include:

Bl Grievance Reports Overview

»  Accessing Bl Grievance Reports from the HRMS Portal
> Selecting a Bl Grievance Report
» Running a Bl Grievance Report
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Bl Grievance Reports Overview

Bl Grievance reports were designed to provide users with flexible reporting options.

Users will have the ability to set User-Defined settings from the report results. User-Defined Settings allow the user to
add or remove Rows or Columns, set Filters, and Sort. These User-Defined Settings can then be saved as a Bookmark in
the user’s Favorites folder from their web browser. When the Bookmark is run from the Web Browser, the report results
will be displayed with all user-defined settings.

The seven Bl Grievance Reports included with the Bl Grievance InfoCube are:

Report Name Report Description Category
Grievance Detail Report Displays information on current grievances based on selection screen criteria. Grievances
ZZGR_MO01_Q502

Grievance Totals by Master Displays counts on grievances based on selection screen criteria, by Master Grievances
Agreement Report Agreement.

ZZGR_M01_Q503

Grievance Totals by Agency Report Displays counts on grievances based on selection screen criteria, by Agency. Grievances
ZZGR_MO01_Q504

Grievance Article Trend Report Displays details and allows for further analysis of the articles being grieved in the Grievances
ZZGR_MO01_Q505 Grievance Process.

Grievance Detail Agency Report Displays details and allows for further analysis of the articles being grieved in the Grievances
ZZGR_MO01_Q506 Grievance Process.

Grievance History Report Displays all details related to a specific grievance to include the history of the Grievances
ZZGR_MO01_Q507 grievance_

Grievance Status Totals Report Displays output that is a matrix format providing counts of grievances by sub- Grievances
ZZGR_MO01_Q509 article, step in the process and status.
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Hn Accessing Bl Grievance Reports from the HRMS Portal

VSD Personnel

Bl Grievance reports are accessed from the HRMS Portal. Instructions for logging on to the HRMS Portal are
included in the Bl Self-Paced Learning Materials - Logging on to HRMS Portal section.

Welcome to Washington State's Human Resource Management Systems

HRMS PORTAL 7.0

This is a secure application and available only to \
Washington State employees.

3 ’ | Userp * [JaneD

| Password * :.,?93990

Log on

Logon Problems? Get Support

HR Copyright June 2005

For information on logging on to the HRMS Portal, reference the Bl Self-Paced Learning Materials from the HRMS
Support Website:

http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessintelligenceTraining.aspx

Continued...
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Hn Accessing Bl Grievance Reports from the HRMS Portal

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS

Portal:

Click on “Bl Reports” to

N Bl Reports

view categories

By default, the
Organization
Management
category is
selected and the
Position-Personnel
Master Listing is
displayed

Once the
Grievances
category is
selected, the
Detailed
Navigation pane

S = Grievance Details Report

‘Organization Management

Position / Personnel Master Listing
[4] ] L]

<\m Detailed Navigation E

= Position / Personnel Master Listing
= Pesition Statistice Report - Month Ending
= Position Roster

I Portal Favorites

Sl

E

Perzonnel Administration

Search | Adv d red

Time Management Payroll

Variable Entry

Available Variants:

Financials

J Sa-e| SaveAs...| 25Iete|

HRM Performance Measurement Grievance Reporting

/

E-Recruiting

Click on the Grievances

General Variables

Variable &

Month/'ear Range (Mandatory)
Organizational Unit Hierarchy

Job - Multiple {Optional)

0K || Check

Cu

Grievance reports

category to view the list of Bl

rrent Selection De=cription

[y

Bl Reports

Organization Management

Grievance Details Report
[4]¢] q

Detailed Navigation |

will display the list
of Bl Grievance
reports to choose
from.

The Grievance
Details Report is
displayed by
default

= Grievance Master Agreement Rgport

==

I Portal Favorites

Perzonnel Administration

Time Management Payroll

Variable Entry

Available Variants:

J Save

Financials

Save As... | Delete |

HRM Perfermance Measurement Grievance Reporting

General Variables
Variable &
Report Dabe Rangs
Contract ear
Orig Agency Code
Orig Perzonnel Area
Crig Bargaining Unit
Grievance Status

Step

Current Selection

Description

gy i Ry

Show Variable Perzonalization

E-Recruiting

Section 14: Bl Grievance InfoCube



HR Selecting a Bl Grievance Report

The example below uses the Grievance Details Report to show how to select a report from the HRMS Portal.

To select the Grievance
Details Report:

1. Click the Grievances || owanzaion uamseens
Category l]‘nk. Grievance Details Report

413 I£| ST T T T T T T T T T T T T T T T T T T T T T T T TS \\
- Detailed Navigation Variable Entry
2 . Cl]Ck the report —LI = Grievance Details Report \

Grievance Reporting E-Recruiting

. = Grievance Master Agreement Report | |
name l] n k frOm the | Available Variants: J Save | Save As.. | Delete | Show Variable Peracnalizaticn|
. . . I Portal Favorites @ .
Detailed Navigation | Genera Varisbles |
| Variable & Current Selection Description |
pane' | * Report Date Range |
| Contract vear :
N c | Orig Agency Code
Result: A variables | org Personnel Ares |
SeleCtlon bOX Wlll \ Orig Bargaining Unit /I
appear to allow the (e v
c ~sgp — — - \ T
user to enter variables — : \
ports
(Se leCtlon CI’] te r]a) fOr Organization Management Perzonnel Administration Time Management Payroll Financials HRM Perfurmanép Meazurement /G:ﬁevanne Reporting E-Recruiting
the report: Grievance Details Report \ /
J4]r] L] \ /7
__ || Detailed Navigation il Variabie Entry \/ /
—
o
__________ - o S = Grievance Mazster Agreement Report
/7 . \\ Auvailable Variants: J Save | Save As... | Delete | Show Variable Personalization
(- . I Portal Favorites &l
Click here to scroll Click here to show / | General Variables
| left/right in the Detailed hide the Detailed | Variable & Current Selection Dezcription
| Navigation pane Navigation pane | Report Date Range
| | Contract Year
| | Orig Agency Code
| | Orig Perzonnel Area
| [41»] 4 | Orig Bargaining Unit
l Detailed Havigation T } Grievance Status
\ J Step
S NN =
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Running a Bl Grievance Report

The example below uses the

Grievance Details Report to show Variable Entry
how to run a Bl Grievance report.
. Available Variants: J Sa-.e| Jave As.. | I:EIEte| Show Variable Personalization
To run a Bl Grievance Report:
General Variables
1 Enter Var]ables Wariable = Current Selection De=scription
. . . * Report Date R FiEytralin 7
Variables with an asterisk eon T e
. i Contract Year
are required fields. TrreEiie 2250
. Qrig Perzonnel Area
Notg. Tg ensure variables are S —
valid, click the Check .
button prior to running the Step
report. Master Agresment 1
Article #1
Article Name 1
c Addtl Discipline R 1
2. Click the OK button\9 B
to run the report. L oK {check|
Grievance Details Report
Grievance Details Report
Display As Table ﬂ Infurmatinn| S-E:nd| Print Verzion | Export to Excel | Comments
Re.su"t: Report reSUltS - Columns Contract YR1%  Master Agreement1 &  Orig Agency Code = Orig Pers Area = Orig BU Code 3
with selected * Key Figures 05-07 WFSE 2250 Washington State Patrol 2250 Washington State Patrol 00N Agencywide
variables. ~ Rows
* Contract YR1
= Master Agreementi

Section 14: Bl Grievance InfoCube
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HR Bl Grievance Report Variables

Fersonnel

The Bl Grievance Report Variables section provides an overview of report Variables. Variables are report
selection criteria that allow the user to narrow report results to specific values (for example, display
results for a specific Agency only).
Topics covered in this section include:

> Bl Grievance Report Variables
Selecting Multiple Variables

Deleting Variables

Personalizing Variables

YV VWV ¥V V¥V

Deleting Personalized Variables

Section 14: Bl Grievance InfoCube 12



HR Bl Grievance Report Variables

Variables are report selection criteria that allow the user to narrow report results to specific values. The
to select a variable from a list.

user may enter variables manually or click on the matchcode button

Variables identified with an asterisk are required fields.

Grievance Details Report

Variable Entry

The user may manually enter the
variable, or click the matchcode
button to bring up a list to choose from

General Variables

- ariable 5 Current Selection De=cription
* Report Date Range
Contract Year
Orig Agency Code !

Orig Perzonnel Area
Orig Bargaining Unit
Grievance Status
Step

Mazter Agreement 1
Article #1

Article Name 1

0K || Check

10

Enter & vahe

Perainrws Sreq

[
I
|
|
|
Addtl Dizcipline Reason 1 |
|
|
;
I
|
|
|

Y Matchcode popup list /

Available Wariants: J Save | Save As.. | Delete | Show Wariable Personalization

Section 14: Bl Grievance InfoCube

Use the “Search” feature to
find a specific variable. Enter
the variable value and click the
“Search” button. Use an
asterisk (*) for wildcard
searches.

Select values Tur Personned Ares (ZV_GPERS_ARLA 0002

Sow vew: Seerce v |
Searzh
Parsomed Arss  Tet :j :-oyrrj

Maxywm 1090

OR

Click the desired variable from
the list

13
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Selecting Multiple Variables

The example below uses the Grievance Details Report to show how to insert multiple variables of the same

type for a report.
To select multiple variables:

1. Click the matchcode

button

2. At the selection screen, select the multiple values, click the “Add” button, and then click OK.

Select values for Personnel Area (ZV_GPERS_AREA 0003)

Show view: (Al ||

All

Maximum | 1000 Refresh

Personnel Area Key =  Personnel Area Text =

i

Enter a value for
Perzonnel Area:

i

E #

[ 1070 Health Care Authority

|7 1180 Washington State Lottery

[ 1200 Human Rights Commission

[ 1400 Dept Revenue

’_ 1470 Off Min & Women's Enterp

’_ 1500 General Administration
1550 Dept of Info Services

| 1600 Insurance Caommissioner

i 1850 Wash Horse Racing Comm

: 1500 BD of Industrial Appeals

selections

Type
-

De=cription
1070 Health Care Authority

Available Variants: J Save | Save As. . | Delete |

General Variables

= 1180 Washington State Lottery
| NN i L
=| 1200 Human Rights Commizzion LEELEY Current Selection Description
T *  ReportDate R -
=| 1400 Dept Revenue ELLUIREIETE
=| 1470 Of Min & Women's Enterp Centract Year
_ | : -
=| 1500 General Administration Lig) S EETR] BT
add | Orig Persennel Area 1070: 1180; 1200; 1400: 1.[F 1070 Healtt
4 Remove Orig Bargaining Unit
Grievance Status

Click the “Add” button to
add the multiple selections
to the Selection pane and
click the OK button to return
to the variable screen.

N

Result: Multiple variables
have been added.

Eﬂ Change Orderﬂg

Section 14: Bl Grievance InfoCube
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Deleting Variables

The example below uses the Grievance Details Report to shows two ways to delete a variable that was
entered in error or to replace the current variable.

To delete a variable:

1. Highlight the text of the Variable and press “Delete” on the keyboard.

General Variables
Wariable =

Report Date Range
Contract ear

Orig Agency Code
Orig Perzonnel Area

Crig Bargaining Unit

Current Selection

1070 Health Ca keyboard

De=cription
Highlight Variable values and
/ press the Delete key on the

OR

Select values for Personnel Area (ZV_GPERS_AREA 0003)

Show view: (Al |+

General Variables
Wariable o Current Selection Deszcription
Report Date Range
Contract vear
Orig Agency Code

Orig Perzonnel Area

Orig Bargaining Unit f

[ |

All Selections
Maximum | 1000 Refresh —upe—Lezcrolie
Perzonnel Area Key >  Personnel Area Text o o |_ =| 1070 Health Care Authority
T |7 =| 1160 Washingten State Lottery
- [ = 1200 Human Rignts Commission
{ Click the matchcode and [ = 1400 DeptRevenue
1 in the “Select value” [ = 1e700ffHin & Women's Enterp
] bOX, select the |_ =| 1500 General Administration
| variables, click Add__ b
| “Remove” and “OK” Im I
_J 1300 General Administration

Result: Variables have
been deleted

Section 14: Bl Grievance InfoCube
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Hn Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

ﬂ Personalizing a variable for one report will personalize the same variable for all other reports if that variable is used.
== For example, in the illustration below the user is personalizing the Grievance Details Report “Orig Personnel Area”
variable for the report. Once the Orig Personnel Area variable has been personalized, the same value will be used for
Orig Personnel Area for all other custom reports. Once a variable is personalized, it is no longer displayed on the
variables screen. See Removing Personalized Variables for information on removing the personalization of a variable.

Available Variants: J Save | Save As... | Delete | Show Variable Personalization
General Variables T =
Variable = Current Selection De=cription

Click here to access the
personalize variable options.

Report Date Range
Contract Year

Orig Agency Code
Orig Perzonnel Area
Orig Bargaining Unit
Grievance Status
Step

Master Agreement 1
Aurticle #1

Article Name 1

N [ [ [ [ [

Addtl Dizcipline Reazon 1

Ok | Check

Continued...
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Hn Personalizing Variables, cont..

The example below uses the Grievance Details Report to show how to Personalize the Orig Personnel Area
Variable.

To Personalize the Orig Personnel Area Variable:

1. Enter the Orig Personnel General Variables
Area Variable(S). ariable o Current Selection Description
* Report Date Range
: Contract ear
2. Click the “Select” button ——  Orig Agency Code
for the variable. [ | origpersommelarea 110,111

Crig Bargaining Unit
Grievance Status
Step

Mazter Agreement 1
Article #1

Article Name 1

3. Select the “Add selected —
variables to personalized —
variables list”.

[Ny [ R [ R R

Addtl Dizcipline Reazon 1

A

=)=l 28]

Personalized Variables

\fariable = Current Selection De=cription

[] Show Perzonalized Variables

0K || Check

Continued...
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Hn Personalizing Variables, cont..

O

Available Variants: J Save | Save Az | Delete | Hide Wariable Perzonalization
Result: The Orig General Variables
Personnel Area Variable 5 Current Selection Description
personalization has __*  ReportDate Range
been added to the | ComadtVear
“Personalized (o Aoy Gore

o 2 . Orig Bargaining Unit
Variables” section. =

Grisvance Status

[y [ [

| Step
| Mazter Agreement 1
| Article #1
Once the Personnel Area || [ Awlcke Name 1
variable is personalized, [ | AdoDcpie Resson |
it will no longer be ~|z] [«][z]

displayed as a variable
option from the

Personalized Variables

. . Variable = Current Selection Dezcription
var]ables ]nPUt screen. | Orig Perzonnel Area 1110: 1111 1110 Dept of Perzonnel; 1111 Information S
[[] Show Perzonalized Variables
Click “Show Variable 0| Check]
Personalization” to view Available Variants: J Save || Save As... || Delete | Show Variable Pers Irr']ﬂli:ﬂticr
any variables that are General Variables -
ersonalized. Variable o Current Selection Description
P *  Report Date Range
Contract vear
Orig Agency Code
Orig Bargaining Unit

Section 14: Bl Grievance InfoCube Continued... 18



Hn Deleting Personalized Variables

The example below uses the Grievance Details Report to show how to remove the Personalized Variable for
Orig Personnel Area from the Grievance Details Report Variable screen.

To remove the Personalized Variable for Orig Personnel Area:

4 . Variable Entry
1. Click the Show Variable
Personalization button
to d]Splay personalized Available Variants: J Eﬂ'-.El Save As... | EElEtEl show Variable F‘J&'_Ecrﬂh:atlcr
variables. General Variables -
\fariable & Current Selection Description
‘2- Select the * Repurt Date Rﬂnge
personalized Contract Year
variable you want Orig Agency Code 7
to remove. RdEAREY Y
h_J
3. Cl]Ck on the Personalized Variables
“Remove selected _ Variable = Current Selection Die=cription
Variables from Orig Perzonnel Area 1110; 1114 1110 Dept of Perzonnel; 1111 Information S
C [] Show Personalized Variables
pe rson al]ze Available Variants: J M Save As... || Delete Hide Variable Personalization
variables list”. 1 ok]_check] e ||
Wariable & Current Selection Description
I Report Date Range
Clric A ocpeay Code
. . . : Orig Perzonnel Area 1110; 1111 1110 Dept of Perzonnel; 1111 Information S
Result: The Orig Personnel Area variable will L o
appeatr. ~E] (2]
Personalized Variables
Wariable & Current Selection Description

[] Show Personalized Variables

0K || Check

Section 14: Bl Grievance InfoCube Continued... 19
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HR Defining Bl Grievance Report Variables

The Defining Bl Grievance Report Variables section provides the basic steps for entering variables for Bl

Grievance reports. Bl Grievance reports require variable entry (selection criteria) prior to running the
reports.

Topics covered in this section include:
> Defining Variables: Grievance Details Report

» Defining Variables: Grievance Master Agreement Report

Section 14: Bl Grievance InfoCube




Defining Variables: Grievance Details Report

Grievance Details Report
To define the Grievance
Details Report variables: Available Variants: J Save SaveAs...| Delete show Variable Personalization
1. Enter a value for General Variables
selected report Variable 7 Current Selection Description
variables or use the +  ReportDateRange <€ I this example, “Report
heod Date Range” is a required
—| .
matchcode Contract Year field
n h
3 button to acFess the Orig Agency Code
r matchcode list to ,
) Orig Perzonnel Areg
select the variables.
*Fields with an 0rg Barganing Ut I N
asterisk are Grievance Status " — \
required. Step { . — ) e Diecrpion }
| Personnei Area Key = Fermsonnel Area Text J |
Master Agreement 1 I v | |
I . v
Ak # | =g |
I | II‘ \‘.\!!'mp:’:.- ‘;:.w- Lov.‘. 4 I
Artcle Name 1 | Ep= s s e 1 O |
I l 1600 Deplt Revence —.—J' Semove I
Addt| Discipline Reason 1 I | 1ame 04t & Wromen's Exters |
2, Click the OK i Eb ey |
button. o | |check| 1 = |
& I s e |
' o i iy |
l\ Personnet Area [E] ] crange Order v | %] /l
Result: The Grievance Details Report results are displayed. Sample Matchcode list for Personnel Area —_/
~ 0] _Cagod]
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Defining Variables: Grievance Master Agreement Report

Grievance Master
Agreement Report

Show Variable Perzonalization

Available Variants: J Save SaveAs...| Delete

To define the Grievance

General Variabl
Master Agreement Report neral Variabies

variables: Variable 7 Current Selection Dezcription
& In this example
!  ReportDate Range S » >
1. Enter a value for “Report Date Range
Contract ear is a required field
selected report
: ' T
variables or [ 7| the Lz s
matchcode Orig Personnel Area j /[\j
button to access the Orig Bargaining Unit Seboct values for Satannel Arws (ZV_GOENS_AREA 0003)
matchcode list to Grigvance Status AT AN
c Al Setections \
select the variables. Step { S — B — }
*Fi i onnei - onnel Area Text 5 )
Fields with an \aster Agreement | : R | :
risk ar . . - |
aste . a8 are Article #1 : = T I
req L" red ° . I d 1079 Heath Cars Aumarty I
Art":h |"-|EITrE 1 | all 1180 Washngion State Lotlery |
I _ | reee Human foghta Commssen Ass B I
Addtl DECIE"HE H.EESD” 1 I _— ::;‘: E.e::,ﬂ.g':twe — A Remove :
1 I j 1500 Goenenal Adminatrion I
2- Cl]Ck the OK Dl{ | Ehﬂl:k | I | 1eee Dept of Info Services I
button . | -l 1500 naurance Commasonet I
i __| 1850 Wash Horse Reong Comm %- I
I __| 100 BO of hdustnal Aggeals v I
Enier a vaiue for
Result: The Grievance Master Agreement Report results are '\ Personnes Arsa 2] 2] crange ooer v %] /l
displayed. 1§ Sample Matchcode list for Personnel Area 7
~ 0K]_Cagol]
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HR User-Defined Settings for Bl Grievance Reports

The User-Defined Settings for Bl Grievance Reports section provides an overview of options available to
users once they have run a Bl Grievance report from the HRMS Portal.

User-Defined Settings allow the user to add or remove Rows or Columns, set Filters, and Sort. These
User-Defined Settings can then be saved as a Bookmark in the user’s Favorites folder from their web
browser. When the Bookmark is run from the Web Browser, the report results will be displayed with all
user-defined settings.

Topics covered in this section include:
Remove Drilldown

Drilldown in the Rows/Columns
Free Characteristics

Keep Filter Value

Select Filter Value

Sorting

Y WV V ¥V V V¥V

Bookmark (saving User-Defined settings)
y- 4

Bl Grievance reports are large and contain many rows and columns.
These reports were designed to provide users with flexible
reporting options. Users have the ability to add/remove rows or
columns, filter report results, sort report results and save their
user-defined settings as Bookmarks for future use.
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HR Remove Drilldown

Bl Grievance reports were designed to provide

the user with flexible reporting options. Initial
] Orig Anency Cnde & Orig Pers Area = Orig BU Code
report results can be large and contain many agstite___ > 2960 | Mt £l aboe 2 nckaggrica | OMC | BEW
d col B ing the Remov 1Changﬂ S dl | Dril Dowin By ' 000U Deck
rows and columns. By using the Remove rosdeaT T T Swap Orig Agency Code wih b ec
Drilldown option, users have the ability to 405 save View | Remove Drildown DOSR | Engnd
s oded 210 Properties p  Swap Axes 00TA  Instity
remove Characteristics from the rows or columns : t . \
ocumsnis
of the report results. Sort Orig Agency Code »
The example uses the Grievance Details Report 4610 Department of Ecology @10 pd gffﬂ ;ﬁ:mﬂ gen
. ) = (rig ode
to show how to remove the Orig Agency Code 3000 Dept of Social & Health Serv. 3000 DY . o/
Characteristic from the report results. » Article #1
= Sub-Article Name1
To remove the Orig Agency Code from ] 2”;:” #
= Subtype
the Report Results: e
. . ) = Grievance Status
1. Right click on the Orig Agency Code - Step
characteristic. - Grievance #
. = Date Filed
2. . Select “Change Drilldown >Remove - Close Date
Drilldown, = Cloze Reazon
* Free characteristics
= Addtl Dizcipline Reason
You can also Drag&Drop the characteristic from the report results to " Addtl I%nline ReasonZ
the Free Characteristics section to remove it from the report results. " Addtl Diccipiine Reason3d
= Addtl Dizcipline Reazon4

Continued...
Section 14: Bl Grievance InfoCube 24



HR Remove Drilldown, cont..

Result: The Orig Pers Area Characteristic has been removed from the report results.

Orig Agency Code = Orig Pers Area = Orig BU Code &

2350 Dept of Labor & Industries 2350 DeptofLabor & Indugtries 00MC  IBEW Elec: Inzp
4050 Department of Tranzportation 4051 Marine Divizion 000U Deck (Unlicn=d)
4050 Department of Tranzportation 4050 Dept of Tranzportation 00SR  Engnring Techs
3100 Department of Corrections 3121 McMeil lzland Corr Cir 00TA  Institutions

Report Results Before Orig Pers Area drilldown is removed

Orig Agency Code & Orig BU Code & Article Hame1 &
2350 Dept of Labor & Industriez 235000MC  IBEW Elec Inzp Dizcipline

4050 Department of Trangportation 4051/0000  Deck (Unlicnzd) Mon-Digcrimination
4050 Department of Tranzportation 4050/00SE Engnring Techs Hours of Work
3100 Department of Corrections 3M2100TA  Institutions Owertime

Report Results After Orig Pers Area Drilldown is removed

If necessary, click any column header and select Back to Start from the Context Menu to return the report results to the original state.
See the Bl Self-Paced Learning Materials - Report Context Menu for more information on Back to Start.
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Drilldown in the Rows/Columns

Bl Grievance reports were designed to provide the user with

flexible reporting options. The Drilldown option of the report

results allow the user to add Characteristics to the report

results.

The example below uses the Grievance Details Report to show

how to use Drilldown in the Rows.

To drilldown in the Rows of the report

results:

- % From the report results, click a
characteristic in the Navigation
block.

2. From the Context Menu, select

“Change Drilldown” = “Drilldown
By” = “Vertical”

Section 14: Bl Grievance InfoCube

Grievance Details Report

Location of the
Navigation Block

* Columns

= Key Figures
* Rows
= Contract YR1
= Master Agreementi
= Qrig Agency Code
= Orig BU Code
= Article Name1
= Article #1
= Sub-Article Name1
= Sub-Art#1
= Subtype
= Employee Name
= Grigvance Status
= Step
= Grigvance #
» Nate Filed

= Start Date
= Time Ext

= Orig Pers
= Other Grig
= Other Ing
= Other Pers
= Pers Area
= Responde
= Shop Stew
= Staff Rep

Back
Fitter

Change Drildown  *| Dril Down By Herizental

Broadcast and Export * | Swap Ng Perz Area with ertical

Save View Dermme ¥rilld nwem of Social & He
Properties y  Swap Axes

Documentz 4

Sort Orig Pers Area  #

Continued...
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Drilldown in the Rows/Columns, cont..

Result: The Orig Pers Area Characteristic is added to the rows of the report results.

FS
o

Orig Agency Code &

2350 Dept of Labor & Indy
4050
4050
3100

Department of Trang
Department of Trang

Department of Corrg

4510
3000

Department of Ecolo

Dept of Social & Heg

siries
portation
portation

clicns

0
Ith Serv.
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Econ/SocialSves
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Orig Agency Code 5 Orig Pers Area = Ofig BU Code &
2350 Dept of Labor & Industries 2350 Dept of Labor & Industries  0QMC  IBEW Elec Inzp
4050 Department of Transportatipn 4051 Marine Divizion ogou  Deck (Unlicn=d)
4050 Department of Transportatign 4050  Dept of Transportation MR Engnring Techs
3100 Department of Corrections 3121 McMeil lzland Corr Cir MTA  Institutionz
4510 Department of Ecology 4510 Dept of Ecology Mz Agencywide
3000 DeptofSocial & Health Serp. 3000 DSHS Headquarters 0JJE Econ/SocialSvcs

3021 DSHS Region 1 MJE EconiSocialSves

)G Econ/SocSvczSup
Report Results After Drilldown in Rows for Orig Pers Area
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Drilldown in the Rows/Columns, cont..

The example below uses the Grievance Details Report to show how to use Drilldown in the Columns.

To drilldown in the Columns of the report

results: * Appt. Auth Nam{ o
1./ From the report results, right click the AR | Change Drildown > Horizontal
OroauCd=L gy T ; w1 LR,
Characteristic to be added to the report * BU Code Save \iew R
* Cloze Date : Svwap Axes 3002
results. - Close Reason | FTOPETiEs r p
« Date Filed Documents k =
L, ({3 x b2 ”» 3
2. Click the “Change Drilldown” - ”Drill + Discipline Reasy, 22T APPL Auth Name »
Down By” = “Horizontal” for Appt. Auth L= niscinine Tune
Name to add the Characteristic to the
Columns of the report results.
Master Agreement!  Coaltion B IFFTE L17
Appt. Auth Name > LARRYW ANDREW J ANDREW P THOMAS E JONC RUSSEL
F FL) % bl % {[§] bl rvg E4l )

Result: The Appt. Auth Name Characteristic has been added to the columns of the report results.

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See the Bl Self-Paced Learning Materials - Report Context Menu for

more information on Back to Start.

Section 14: Bl Grievance InfoCube
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Free Characteristics

Bl Grievance reports were designed to provide the user with flexible reporting options. Free
Characteristics are optional Characteristics that are not displayed in the report

results when it is initially run. Users have the option of adding Free Characteristics

to the report results at run time.

The example below uses the Grievance Details Report to show how to add
Free Characteristics to the report results.

To add a Free Characteristic to report

results:

1.

From the report results, right
click the characteristic in the
Free Characteristics that you
want to add to the results.

Select “Change Drilldown” 2>
“Drill Down By” - “Vertical”
to add the characteristics to
the Rows

Select “Change Drilldown” -
“Drill Down By” - “Horizontal”
to add the characteristic to the
Columns.

Section 14: Bl Grievance InfoCube

¥ Free characteristics
= Addtl Dizcipline Reazon
= Addtl Dizcipline Reazon2
= Addtl Dizcipline Reazon3
= Addtl Dizcipline Reasond

= Addtl Dizcipline Reazont

= Agency Code
= Agency LR Contact MNa

Change Drilldown ¥ | Drill Down By L3l Horizontal

Vertical

R ali 0 Ve d JdT LM=CIp & REd=0no
* Agency LROVOFW Rep Save View Merrm Pl
= AGO Mame Pruperﬁes N SWE!I:I Axes
= Appt. Auth Mame
Documentz 4

= Arbitrator Name
= BU Code

= Dizcipline Reazon

Sort Addtl Dizcipline Reazons

= Dizcipline Type
= Entire BU Griev.

= Group Griev.

Continued...

29



Drilldown in the Rows/Columns, cont..

Result: The AFRS Task Characteristic is added to the rows of the report results.

Master Agreement! =

Coalition

(=11}

Orig Agency Code =
4770 Department of Fizh & VWilg

2350 Dept of Labor & Industrieq

3000 Dept of Social & Health 54

4050 Department of Trangporta

0rig
life 477

235

rv. 300

300
300

on 405

BU Code =
[WOOMN  WAR
[WOOMC  IBEW
WOOJE  Econ

T00JK F‘h',rj

DOJK  Phy:
000U Dech

Orig Agency Code =
4770 Department of Fizh & Wildlifg

2350 Dept of Labor & Industries

3000 Dept of Social & Health Serv.

4050 Department of Transportation

Orig Pers Area =
4770 Dept of Fizh & Wildlife

2350 Dept of Labor & Industriez

3000 DSHS Headquarters
3007 Eastern State Ho=pital
3008 WWestern State Hoszpital

4051 Marine Divigion

irig BU Code &

OMN

e

1JE
0K
0K
oou

VWAPB Bio BUZ

IBEW Elec Inzp

Econ/SocialSves
Phy=icianz
Phyzicians

Deck (Unlicnzd)

Report Results Before Drilldown in Rows for Orig PersArea
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Keep Filter Value

Bl Grievance reports were designed to provide the user with flexible reporting options. The Keep Filter
Value context menu item allows the user to view report results for a specific value. For example, the user
may want to view report results for a specific Master Agreement only.

The example below uses the Grievance Details Report to show how to use the Keep Filter Value option to
filter report results to include only those records where the Master Agreement is “Coalition”.

To use Keep Filter Value:

Coalition [
Eack
1. From the report results, click the/ _

“Coalition ” value in the Master

Agreement column to open the Context

Menu.

2. Select Keep Filter Value.

Data displayed for Filter
Value Selected only

Section 14: Bl Grievance InfoCube

Master Agreement! &

Orig Agency Code 5

Orig Pers Area

A¥70 Nenartment of Fish & Wildlife 4770

3

Dept of

~
7

_Eh'ﬂ'ﬂ'g'ﬂ-ﬂfﬂ'hjunn

Broadcast and Export

el .
e Fiter Yare o AT

Keep Filtter Walue

¥ | Fitter and Drill Down By

F

Contract YR1 5

07-09

Save View Select Filter Value Dept of
Properties BRI T
Documents y fariable Screen
sort Master Agreementl ¥ i3l & Health Serv. 3000 DSHS H
3007 Eastern
. = ! = ! N 3008  Wester
Orig Agency Code - Orig Perz Area — Qrig BU Code =
4770 Department of Fish & Wildlife 4770 Dept of Fish & Wildlife 0OMN  WAPB Bio BUZ 4051 Marine
2350  Dept of Labor & Industries 2350 Dept of Labor & Industries  00MC  IBEW Elec Insp
3000 Dept of Social & Health Serv. 3000 DSHS Headquarters 00JE  Econ/SocialSves
3007 Eastern State Hozpital 00JK  Physzicianz Continued

3008

Wesztern State Hozpital

00JK  Physicianz
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HR Keep Filter Value, cont..

The Keep Filter Value option can also be set through the Navigation Block. The example below uses the
Grievance Details Report to show how to use the Select Filter Value from the Navigation Block.

Report shows values for all Master Agreement data, but the
To remove the “Filter Value”:

Master Agreement column is not in the report results.

= HRC Nams R : = : =
Master A » Contract YR1f»  Orig 4gency Code = Orig Pers Area =
" asier reeme=
' g Back % 07-0% 1500 | Board of Industry Ins Appeals 1900 BD of Industrial Appeals
= Motes -
Select Filter Value
= OFM Humber :
e Remove Filter Value
" Er Larievance
Broadcast and Expert » ) Variable Screen |
- it .
Other Inc. Griev Zave View
= Other Pers 1 #
Do omrtico b 1030 | Community Trade & Economic Dev 1030 Dept Comm/Trade/Econ Dev

Right click Master Agreement and select
“Filter” - “Remove Filter Value”.
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WSD Personnel

Keep Filter Value, cont..

—_—————

£

[ ¥ DECIDNTE Rea=on
= Dizcipline Type
= Entire BU Griev.

= Group Griev.

/

7

/

/
/

14

|

|
1
|

|

—Lrep-HeE ot #ers L

= HREC Name

Mazter Agreement

= Notes

= OFM Mumber

\
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Contract YR1 5
07-09

|
Master Agreement! = Drlg Agency Code &

Coalition

47

23

A0

FO Department of Fish & Wildlife

F0  Deptof Labor & Industries

0 Dept of Social & Health Serv.

F0  Department of Transportation

Orig Pers Area =

4770

2350

3000
3007
3008
4051

Dept of Fish & Wildlife

Dept of Labor & Industriez

D5HS Headguarters
Eastern State Hospital
Western State Hospital

WMarine Divizion
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Select Filter Value

Bl Grievance reports were designed to provide the user with flexible reporting options. The Select Filter
Value context menu item allows the user to select a filter value from a list of filter options.

The example below uses the Grievance Details Report to show how to use Select Filter Value to filter on a

specific Master Agreement.

To use Select Filter Value:

1. From the report results, click the

Master Agreement column header.

2. Click Select Filter Value from the
Context Menu.

3. From the Select Value screen, check

Teamsters.
4. Click Add and OK.

Contract YR1 %
07-09

Master AgreemenfT= LUTH A0SNCY LO0E

Coalition

oy
Soes lr Ve

M ange Orgown

Broadcast and Export b “ariable Screen

Setect vatuns for Master Agresmentt (ZMSTAGROY)

Result: Report results for Master Agreement Teamsters

only are displayed.

Contract YR1 &

07-09 Teamsters

Master Agreement! =

Orig Agency Code =
3100

Department of Corrections 3113 Airway Heights Corr Cir

Show Tost | Snge vaues v |Show view: Al e A
AN Selections
Maxivum 1030 Revesn a8
Mawter Agrosrant! Tt S |2 —lxte_ Dsscrolon
V = Tesmtary
| Coalticn
| BU
| FPTELI7
J NEBA Licassed
| B A Dk 3
| EB AN B v ¥
| s -
é Hets Troses a
| oPtu
| =T B
[_ Teansiers
| "
&
| WFSE v
pu— -
Enter a valee far
Master Agreementt
. " = s 1
Orig Perz Area - 2] ) change Order | w| =]
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HR Select Filter Value, cont..

The Select Filter Value option can also be set through the Navigation Block. The example below uses
the Grievance Details Report to show how to use the Select Filter Value from the Navigation Block.

Contract ¥R1 ¥ Master Agreement! & Oric

* Columnz
= I{E’!'r F|gurE3 DT—DE TEEWIS-tErE 3‘1['
3 * Rows
To set or remove a filter from the report
* Contract YR1
reSUlt53 = Master Agreement]
> | = Orig Agency Code Back :
" 1. From the report results, click _ Select Fiter Valug
L = Orig Pers Area —
the characteristic that you want to - Orig BU Code ange briewn REMOVE FIlEFValie
. Broadcast and Export ¥ “ariable Screen
remove the filter from. = Article Name1 Save View
= Article #1
' 3
- Sub-Article Hame1 | | CPoTIES
s Documentz L
2. Select “Filter” = “Remove Filter - Sort Master Agreement! »
= Subtype

Value”.
* Employes Name

= Grievance Status

Continued...
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Select Filter Value, cont..

Contract ¥R1 5 | Master Agreement1 & |Orig Agency Code & Orig Pers Area & Orig BU Code & Article Name1 & Article #1 %
07-09 Coalition 4770 Department of Fizgh & Wildlife 4770 Dept of Fish & Wildlife DOMM  VWAPB Bio BUZ2 Compensation 41
Dizcipline 30
Duty Stations 25
Perzonnel Filez 32
2350 Dept of Labor & Industries 2350 Dept of Labor & Industries  0OMC  IBEW Elec Insp Dizcipline 30
“acation Leave 12
3000 Dept of Social & Health Serv. 3000 DSHS Headgquarters D0JE  Econ/SocialSwvcs  Discipline 27
3007 [Eastern State Hospital 00JK  Physicians Hours of Work o7
3008 Western State Hospital 00JK  Physicians Clas=sification 01
IBU 4050 Department of Transportation 4051 Warine Division 000U  Deck (Unlicnzd)  Agency Perzsonnel Policies 03
A
Bid System AF
Compensation 18
Crews Regquirements 07
Result: Report results for all Master Agreements are displayed.
Continued...
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Hn Select Filter Value, cont..

The Select Filter Value option can also - -
Contract YR1%  Master Agreement! =

. * Columns
be used to add or remove Key Figures + oy Poures e cosition
from the report results. - Rows . —
_— CL FIEN value
o = Contract "k
The example below uses the Grievance R

= Master Agre

Master Agreement report to show how - Broadcast and Bxport b1 Variable Scroen
. . Crig Agenc! Save View
to use the Select Filter Value option to = Orig Pers A _
o - Orig BU Coc Properties 3
remove selected Key Figures from the 0B ppcuments ,
report results. e A
= Article #1
! . = Sub-Article Name1
To remove a Key Figure: g it v o KeyPres QRUPARRCRITELIOGPR) _EE
1. From the report results, click on Show took. [Single values || Show view: 41 ||
any Key Figure heading Al Selections
Key Figures Text = ]
it Type Description
J Humber of Primary Ar _! = Humber of Primgny Ar
2. Cl]Ck the “Filtel’" 9 “SeleCt F]lter J Mumber of Primary Su |_ = MNumber of Primary Su
Value”
add b
3. Select the Key Figures that you DO =
NOT what displayed in your results ] _
and click Remove and OK. Key Figures:
gﬂ Change Order ﬂﬂ
I OK ICanoeI
Continued...
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HR Select Filter Value, cont..

Master Agreement! Coalion [BU IFFTEL17 MEBA Licensed MEBA Unlicensed WetalTrades MM&P OPENl SEWN 1199 Teamsters UFCW WFSE WPEA WSPTA

Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1

Result: Selected Key Figures only are displayed in the report results.

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See the Bl Self-Paced Learning Materials - Report Context Menu for
more information on Back to Start.
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Sorting

Bl Grievance reports were designed to
provide the user with flexible reporting
options. Bl Grievance Reports allow the
user to Sort data using the Context
Menu.

The example below uses the Grievance
Details Report to show how to sort the
Orig Agency Code by Key rather than
Text.

] To Sort the report results by Orig Agency
Code:

1. In the report results, click on any
item in the Orig Agency Code
results to open the Context
Menu.

2. Select Sort Orig Agency Code >
Ascending by Key (Internal).

Results are sorted by the Orig Agency
Code Key in Ascending order

Section 14: Bl Grievance InfoCube

Orig Agency Code =
4770 Departmen

Orig Pers Area =

Filter

Change Drilldown
Broadcast and Export
Save View

3
4
3

2350 Dept of Lat

Properties
Documents

3
3

Dept of Labor & Industries  00MC

Sort Orig Agency Code F | Et-de) [l I vyt [

3000 Dept of Social & Health Serv. 3000

3007
008

4050 Department of Transportation 4051

Orig BU Code =
Dept of Fizh & Wildlife DOMMN  WAPE Bio BUZ

IBEWV Elec Insp

Aszcending by Key (Internal)

Fcon/SocialSves

Western State Hospital O0JK

Marine Divizion ooou

Phyzicians
Phy=icians
Deck (Unlicned)

Contract YR1 ¥
07-09

Master Agreement! =  Orig Agency Code &
2350 Dept of Labor & Industries 2350 Deptof Labor & Industries  00MC

Coalition

Orig Pers Area =

Crig B

3000 Deptof Social & Health Serv. 3000 DSHS Headquarters D0JE
3007 Eastern State Hospital 00JK
3008 ‘Western State Hozpital 00JK
4770 Department of Fizh & Wildlife 4770 Dept of Fizh & Wildlife O0KN
Continued...
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Bookmark

The Bookmark context menu item allows the user to save their user-defined report result settings once
they have added/removed rows or columns, applied filters, sorted columns or defined any other settings.
Bookmarked report results retain the variable values used to run the report.

In the example below, the Grievance Details Report was run with user-defined settings.

To create a Bookmark to
save report result settings
for future use:

1/ From the report results,
click on any item in the
table to open the Context
Menu.

2. Select “Broadcast and
Export” 2> “Bookmark”.

3. ABookmark link is
established and the “Add
Favorites” box is
displayed. Click OK.

Section 14: Bl Grievance InfoCube

Contract ¥B1 2 Master Aareement ;

Back b
07-09 ]
Filter b

Change Drilldown

Orig Agency Code =

Broadcast E-Mail
Broadcast to Portal

Broadcast to Printer

2350 Dept of Labor & Industries

ocial & Health Serv.

Properties
Documents Export to CSW
Sort Contract VR1 #ht of Fish & Wildlife
o '\
Add Favorite 23
SIS = * Intemet Explarer will add this page to your Favortes list.
Display As Takls
[ ] Make available offine Cancel J
o iz Mame: | BEx Web - Grievance Details Report Create in == i
* Key Figures [3"'35
* Hows
= Contract v'R1
* Master Agreement! 3000 Dept of Social & Heatth Serv.

= Orig Agency Code

Continued...
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HIR Bookmark, cont..

To run the User-Defined Who Charged Report - Summary bookmarked report:

Favorites Tools  Help
Add to Favorites...

Organize Favorites. ..

1.. Select the Bookmarked report from the ) Links

Favorites folder. &) Access Washington
._é_'Ll BEx Web - RE_Dist_Payroll_Related_LIN
ﬂ;l BID MetWeaver Portal

Grievance Details Report

Display As Table ﬂ Information | =end | Print Wersion | Export to Excel | Comments ,g_Ll BIP Metweaver Portal
._e_'Ll BIQ NetWeaver Portal
v Columne Contract ¥R1 5 Master Agreementl &  Orig Agency Code & Orig Pers Area & & BPO Enterprise Portal 6.0 non-ssa
* Key Figures 07-08 Coalition 2350 Dept of Labor & Induztries 2350 Deptofla féj EW-BI Expert Online
¥ Rows &] Citrix
= Contract VR1 @j DEV - SAP Enterprise Portal 6.0
* Master Agreementl 3000 Dept of Social & Health Serv. 3000 DSHS Hea .3_L| BEx Web - Grievance Details Report
= Drig Agency Code 3007 Eastern State Hospital 00JK  Physicians
" Orig Pers Area 3008 \Western State Hospital  00JK  Physicians

Result: The User-Defined Bookmarked report results are run in the Web Browser with the user’s
defined settings.

To change the variables of your Bookmarked report, select the OFM Number: Show AllValuss |v|  Orig Agency Cod
“Filter” option from the far right in the report. Select the “Variable Oviy Pers Arca: Show All Values |v|  Other Grievance
» - -
Screen” and enter your new variables and click OK. Other Pers 1 # Show All Values |=|  Pers Area Code:
Fiterd Settings Shop Steward Name: Show Al Values ﬂ Staff Rep Name:
U Sub-Art #1: Show Al Values ﬂ Sub-Article Nams
| to ; Date Filed ; Cloze DETE$ Close Reason ; Time Ext: Show AllValues ﬂ Union Athy Name:
. Valid Record for Rep: Y j Valid to:
/9955 020252008 # Mot az=igned
. Close | Variable Screen| Display Al Fiter Values|
1/9555 042002008 # Mot az=igned
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Hn Bookmark, cont..

To remove the User-Defined Grievance
Details Report from the Favorites
folder:

Favorites Tools  Help
Add to Favorites...

Organize Favarites...

1. From the Web Browser’s D Links 4!
Favorites '.'ISt @ Access Washington
)

@ BEx Web - RE_Dist_Payroll_Related_LIM
select the Bookmarked report. &) BID NetWeaver Porta

@ BIP Metweaver Portal
&) BIQ NetWeaver Portal
@ BPQ Enterprise Portal 6.0 non-sso

2. Right mouse-click the
Bookmark to be

removed. ] BW-BI Expert Online
&] Citrix
3. Select Delete. {8} DV SAP Enterpvice Dovial 6.1 ,
2| BEx Web - Grievance Details Report Open

Result: The User-Defined Bookmarked Print

Grievance Details Report has been Moke ovilable offine

removed.
Send To 3
Cut
Copy
Delete ﬂl
Sort by Mame
Properties
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Hn Using the Goto Command

The Using the Goto Command section provides an overview of the Goto command functionality.

Topics covered in this section include:

> Using the Goto Command
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HR Using the Goto Command

Bl Grievance reports were designed to provide the user with flexible reporting options. Bl Grievance
Reports do not contain sub reports that are accessible from the main report results. The Goto Command
allows the user to access sub reports from the context menu.

The table below contains a list of Bl Grievance Reports that provide Goto sub reports.

Report Name Goto Report

N/A - Grievance reports DO NOT N/A
have sub-reports available.

Continued...
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